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The field of industriel relations hes made striking adveneces in 
recent yeers, The seuts shortage of manpower during the lest war has 
brought ® realization that manpower utilization and conservetion are 
of primary importence to the nation. The industriai strife, the 
netional defense progres and the high level denend for menpower during 
the postewer years has expghasizeé the iaportance of soundly conceived 
@né effectively sdministered industrial relations, The _ ef this 
thesia wae to prepare 4 prosedure for the appraise] of personnel 
practices in a Nayel Industrial Activity. 

The procedure consists of a check list of questions on industrial 
relations and personnel prectices, The answera to the questions are 
either *yee" or "ne." A “yes" anewer indicates performeanee of an 
nesepted personnel practice or scherence to a principle of personnel 
practices, The coverage of the ehesk List is broad and, although 
Gireoted primarily for use in Navel Activities, it is adaptable for use 
im aleost eny organization, 

The check list ie divided into fifteen sub-divicions which gives 
en indication of ite coverage. They ere ease follows? 

1. Generel: Functions which concern the department as a whole, 
including public relations, 

2 Orgenizationt A cheek on the orwanizetion of the Activity ae it 
pertains to personnel relations within the Activity, 

S&S Recruitment and Eiployment: The procedures used in reeruiting 


and exploying workors,. 
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4 Placement and Induction: fhe plecanent of exployees in the job 
to which they are best suited and their introduction to the Activity 
end te their job. 

5. Trainings The industrial treining end educstion of mployees and 
managenent. 

6. Wages and Houra: The compensation and working hours of empleyess. 
7 Labor Turnover, Absenteeian and Tardineset Those practices 
pertaining to the listed econditione, 

8 Health: The maintenance of health of enployees, 

9. Safety: The maintenance of a safe plece to work. 

10, Merit Rating: The sveluetion of exployees, 

ll. Promotions, Transfers and Layoffs: The practice pertaining te 
these itens, 

12, Morale: The maintenance of morale smong exployees, including 
diseipline and grievence handling. 

13. Suggestions: The adminietration of a suggestion system, 

14, Buployee Services: The maintenance of exployee services, 

15. Records: The meintensnee of proper records, 

The procedure wes conducted st the U. &. Navel Ammunition Depot, 
Crane, Indiane end the U. 8, Navel Ordnence Plant, Indianapolis, Indiana, 
This appreisal wea made to check the effectiveness end coverage of the 
procedure and its cheek list. The information gained in the appraise) 
is recorded in the thesis, 

The applications of the cheek list geve a measure of proof that 
the precedure was sound, The chock list enables the ay»praiser to 
determine acceptable practices in common use in private industry end not 


used at the Activity, and prectices in use at the Activity which are not 
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in aeeordance with accepted practices of private industry. The 
eoversge of personnel practices and functions of an industriel 
raletions department appeared te be adequate. The spplicetions showed 
thet the check list, due to its nature, was applicable to different 
types of activities and would be useful for a comparison of personnel 
practices between Activities, 

The cheek liest is e tool for persommel workers. I¢ will serve 
as e guide to indicate practices which varrent investigation or 
analysis, The thoroughness of this subsequent investigetion of 
enelysis determines what mey be gained from the application of the 
procedure, 
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A PROCKDURH POR THE APPRAISAL OF FRROONMEL PRACTICHS IK A 
NAVAL INDUSTRIAL ACTIVITY 
INTRO LCTION 

The last tuo World Years heve shown that the industrial might of « 
netion is of primary importance in ite defense. The industris] know-how 
ané production facilities of 6 netion are juct ae such a pert of its 
defens® program es ite Armed Foress, The cperation and maintenance of 
the Armies, Navies and Air Forees of today require un emount of material, 
of procuction foollities and of repalr facilities thet would stegcer the 
imegineticn of a pereon of fifty yours ago. 

The Navy has, from almost ite vory beginning, uaintcined industriel 
activities for the support of the fleet. In the beginning these activities 
were few ond, for the moct part, consisted of shipyerds ant the Naval Gun 
Feetory. The complexity of mocern warfare is such that the building, main- 
tenance, ond operetion of the Navy, require the products of practically 
every type of private industry of this country snd ef meny products thet 
are peculiar to the Nevy. It is primarily for the production of this 
latter type of products thet the Navy maintains and operstes industrial 
activities. 

Just as the peacetime Nevy is the nucleus from which a wartime Navy 
muat grow, these industriel activities provide ea micleue of industriel 
know-how and proguction facilities from which the expanded industrial 
needs of the wartime Ravy, for products peoulinr to it, must grow, The 
efficient, economical manegement ond operation of these activities is a 
probiem of primary importance to the Navy end to the Nation. An 
importent cart of this lies in the field of personnel management and 
industrial relations, 
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Developments of the last ten years have brought the field of 
industrisl] relations to the forefront in industry throughout the 
United States, Many advances in personne] menagement heve been 
made, Many of these advances reflect the influence of World War II 
and the National Defense Progren, The acute shortage of manpower 
during the last war made the effective utilization of manpower a 
necessity. In any future war the shortage of manpower will probably 
be more acute; therefore, it is important thet the Industriel Reletions 
Departments of these Activities be efficient and up-to-date, 
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The pursote of this thesia is te provide « procedure by which 

the personnel practices of a Neval Industriel Aetivity may be appraised. 
Personnel relaticns is « veried ani dynemie field, thet is to say, 1% is 
gontinuslly changing end varies in meny ways, Whet may be a good personnel 
practice today way not be sceepteble in the near future, By the sane 
token, a personnal practica may be effective for one industry and useless 
for encther, Navel Industriel Activities are loceted in various types of 
communities throughout the United States and ite Territories, The 
functions of these Activities ere diverse, These conditions make it 
necessury thet any procedure, if it is to be useful, must concern itself 
with thoge personnel practices which apply to all types of industrial 
orgeni ations, 

The procedure, to mest the above requirexents, must be concerned 
primerily with the underlying principles of good personnel relations, 

It muct be broad in ite seope and of such # neture that it is not subject 
to conditions which are purely lecel, 

The next step wes to decide what was to be used as « criteria for 
eetabliching good personnel practices, The grest body of the literature 
on industriel relations is concerned with reletions in private industry, 
Por this reseon the eriterin eztablished was that the practice must be 
one which is ecomonly acceptable in private industry and which has been 
successfully used, 

The purpose hes te be further clerified, It must be decided what 
the procedure is to necomplish, The satablished criteria simplifies 
thie decision to some degree since any product of a orocedure based on 


thie oriteria will be somewhat of « compsarigcon of persommel prectices 
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of the Activity to those of private industry. It was determined to give 
the appraisal « threefold aspect: First, to determine whether or not the 
dubestutel velations Gxpertnent to wskag provtioes whteh exe guuscily 
acceptable; seecnd, to determine practices which are aceeptable in private 
industry end not used et the Activity; third, to show differences whieh 
exist between personnel prectices of different Activities, 
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PREPARATION OF THE PROCEDURE 


The preparation of the procedure consicted primerily of making 
up & cheek List of questions which covered all the normal duties of 
on industrial relations depertuent, The litereture of personnel 
relations contain many such liste in the form of industriel relations 
department audits. The majority of these euditea are of « very general 
mature, and their coverage in most caser is incomplete, On the other 
hand, moet of the detailed check lists seem to have been made for a 
particular company end are really a cheek-off list to see that the 
industriel relatione department carries out ite sssigned functions in 
& preveribed manner. 

The check list prepared for this procedure of appraisal, to 
mest ite aims, must be extremely broad in its seope and not aimed at 
performance of assigned functions, but one which will show the soundness 
of personnel practices, It has been attenpted to embody in this cheek 
list the orinciples upon which sound personnel practices ere based, 

The first step in the preparation of the provedure was to datermine 
what was to be considered a personnel practice, In « broad sense, 
thie would include practically any function in an industrial orgenizetion, 
however it was decided to limit the seope to those functions which are 
mormelly the duties of sn industrial reletions department. There is 
general agreezent among the suthors of industriel relaticns texts and 
erticles as to thse functions a personnel depertment should perform. In 
a large portion of progressive industrial concerns this recommended 
assigrment of functions is followed, 
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It wes decided for the purpose of organizing the cheek list to 
divide it inte fifteen of the common functions of om industriel 
reintions department, These are ss followst 

1. Generel: Functions whieh concern the department as 2 whole, 
ineluding public relations, 

2 Organigations A check on the organization of the Activity ae it 
pertsins to personnel reletions within the Activity. 

3. Reeruitment and Buployment: fe procedures used in veoruiting 
end eploying workers, 

4, Placenent and Induction: The placement of employees in the job 
to whieh they are best suited and their introduction to the Activity 
and to their job. 

5. Training: The industrial treining and eduestion of enghepent 
and manegenent. 

6, Wages end Hours: The compensation ond working hours of employees, 

%, Labor Turnover, Absenteeian ond Terdiness: Those preetices 
perteining to the listed conditions, 

6 Health: The seintenence of health of employees, 

9, Sefetyt The maintenence of « eafe plese to work, 

10, Merit Reting: The evaluation of employees, 

ll. Promotions, Transfers and Layoffsi The practice perteining to 
these iteus, 

12. Morale: The maintenance of morule anong enployees including 
discipline and grievance handling, . 

13, Suggestions: The administration of eae suggestion eyaten, 

14, Enployee Services: The maintensnce of employee services, 

1S. Keoordsis The maintenance of proper reeorda, 
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Two functions which are normelly incluced in the duties of the 
industrial relations depertment, nemely collective bergeining and union 
relations, have been omitted, This was done beesuse these funetions 
are ao markedly different in government service from whet prevsile in 
private industry that it wae felt thet no reel comparison could be made, 

The formulotion of the check list questions wes « process of 

elimination, It consisted first of a survey of the literature on 
| industrial reletions and personnel management. The principel sources 
of meterial are included in the bibliography. The informetion and 
practices grined from these sourees were rocerded in the form of questions 
which would indieste the performence of # good practice or the adherence 
to the principles of good industrial relations, A complete list of 
questions for each sub-division was prepared, 

The following questions were then spplied to each of the questions 
on the check list: 

1. bo mthorities, in general, agree that the practice is 

acceptable? 

2. Does the practice accomplish some useful purpose either 

with respect to management or employees? 

3 Does the practice conform to accepted psychological principles? 

4 Hes the practice been successfully used? 

5S. Is it epplicable to industry in general? 

Those questions which did not meet these requirements wore 


eliminated. A survey of industriel relations practices by 
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Seott, Clothier ond Spriegel? was particularly useful in the preperation 
end checking of the questions of the check list, 

The questions on each sub-division were then checked to see that 
they gave the coverage desired and were arranged to insure continuity, 
The check lict was thon checked ae a whole to climinste duplication and 
for completeness of coverage. 

The completed cheek list (see Appendix A) was submitted te the 
Industrial Reletione Steff of the General Engineering Departwent of 
Purdue University for review, both as to completeness of coverage 
end for the elinmizestion of any indiceted practices which were not 
entirely aceepteble. Any questions to which there were objections vere 
either disesrded cr revieed to remove the objectionable feature, 

The check list bas been made ag general as possible and as such 
it should be edapteble to use in any industrial plant. The check list 
ig not in eny wey « cheek as te how the instructions of the Civil Service 
Commission or the Nevy Department sre carried out. It is only «a check 
es to how the pereonnel prectices of the Activity compare to the 
practices which sre generally aecepted in private industry, 


1 Seott, Walter Dill, Clothier, Robert C., and Spriegel, William R,, 


(a i New York, McGraw-Hill Company, Ine., (1949) 
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The proof of the usefulness of eny procedure ilies in its 
application to the task for which it is designed, The real work of 
the thesis wae in the preparation of the check list. in order to 
show ite usefulness and coversge it was nevesaary to conduct the 
procedure et Naval Industrial Activities, 

The procedure was conducted at the United States Neval Ordnance 


Plant, Indianepolis, Indiene and the United Stetes Naval Anmanition 
Depot, Grane, Indiane. These Activities were selected for three 
reusons, First, the author was familier with the Activities; second, 
their location end the surrounding community were dissimilar; third, 
the type of work done by the Activities was different, 

The U. & Nevel Ordnance Plant, Indianepolia, indians is « shore 
establishzent of the Mevy Department wader the management control of 
the Bureau of Ordnance, Ite work is wel] described in ite mission, « 
shore establichnent for research in and engineering development of 
aviation ordnance fire control equipment, the uanufacture of line 
meintenance spares, and the overheul, modifivation and modernization 
of fire control instruments, including rader ettachnents and 
accessories, The Activity is similar in many respects to plant 
ef private industry engaged in the manufacture of precision instrweente, 
both mechanical ené electrical, Tho accomplishment of its mission 
reyuires lerge reseerch and engineering ateaffs, The nature of the work 
of the Activity requires thet « hich percentage of ite workmen belone 


to skilled and semi-skilled trades, 
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fhe plant consiste of one main building, experimental lLaboretory 
and associated facilities such es powerhouse end warehouses, The 
pient's buildings end equigment are modern, It ia sir conditioned 
throughout, and in general, the working conditions at the plant are 
exeelient, The loestion of the slant in an urben community assures 
rendy aceess to an ample Labor market conteining the types of enployees 
desired, The present working force of the Activity ia 1,425 eaployees, 
This Activity will hereafter be referred to es NOPI, 

The U. &. Neval Asmunition Depot, Grane, Indians is a shore 
establistment of the Navy Department under the management control of 
the Bureau of Ordnance, It is located in south centrel Indiena, 

85 miles southwest of Indianapolis, in an isolated, rural community, 
The mission of the Activity is to usnufscture, store and overhaul 
ammunition, emuunition components, and materiel, and to supply these 
items to the fleet sad other ordnenes establisiments, An additional 
function of this Activity is thet it serves as e major souree of 
supply in the Ordnance Supply System, and as such operates lerce 
warehouses for the handling and storing of ordnence equiogment of 

all types, 

The fecilities of the Depot are modern, Many of the production 
facilitics are leid up for preservation or in o standby status, At 
the present tine approximately 800 employees sre engaged in oroduction 
work, another 400 are engeged in clerical, supply or fiecal work and 
most of the reazainder of its 2,170 exployees are engaced in what may 
be described es materials hendling, The mejority of the work of the 
Setivity, excest in the production facilitics, doos not require 


exployees from what is normelly described se the skilled trades, 
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The location of the Depot and ite sine, 100 squere miles, present 
many personnel problems not experienced et NOPI. Seperation of facili- 
ties, the recreations] facilities of the community, the Lack of reedy 
2ocess to an ample labor merket, and other itens of Gireet coneern to 
the industrial relations depertment are emong these differenecea. The 
Depot will hereafter be referred to as NAL, 

The differences in location, the surrounding community, and the 
type of work emply fulfill the reasons for the seleetion of these 
Activities, The author was attached to each of the Activities for 
approximately one month in connection with « field trip for the U. 5, 
Revel Postgraduate Sehool. This time was spent in « detailed familiari«- 
gation with the work, mothods and organization of the Activities, 

The normal method of application of a procedure of this aature 
would be the use of the check list os an sudit of the industrial 
relaticns deoartment by personnel of the Activity concerned, For 
this reason the procedure was conducted at each of the Activities 
in the following manner, The check list was submitted to the Head of 
the Departzont of Industrie] Reletions of each Activity, The surpose 
of the check list was explained, and he wes asked to designate the 
most qualified pergon to answer the questions. In all cases the 
questions were ached of either the bead of the depertment or the 
head of the division directly concerned with the item, 

The questions were explained where necessary; comments on the 
eptness of questions and the completenese of coverage of the duties 
of an industriel relations department were weleomed end noted. It 
was requested that in case of doubt as to the fulfillment of the 


conditions deseribed by the question thet the answer be "no." The 
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responses te the cheek list questions are Listed in teblese 1 through 
15. Table 16 contains « summery of the answers ac a whole end by 
sub-divisions, (See Appendix B) 

The questions, after eppliceticn, were, in a few cases, ehanged 
to clerify the meaning. The coverage of duties and functions appeared 
to be adequate, The comments of the personnel of the Activities on 
the questicns and answers sre not included but ere used in the 
diseussions following thie seetion. 


RE dae oles. 2 0 waomhas odd te yoomR @ enteteue aL wide? Bd 

OM we ot oy i mete 208) camntaretbadas 

deanoqie MeONewOR ban evitad by ayereves 9d “sttncon ade inate at 

Ho antéivitod ont %e deneowsog edt Ye etmnae ect sotsupahe od ot 

gat 988 ab bow ace fund haba Loa fon ors graces any anciteanp od ; 

EE em Skis yaiwoliot acoteavoe te | 

way meds Wrisee oe oe Cees wo Rontocarn maw ecttoas: aul? +solt tvtead 

iF ORE Tet ate Siolt 2 GFIe fester tne WY ite oe «ne otha 

wheat iiqes Sataetet & af —arKe +. deme BMT - fein eb viararees swat, 

wabtivtend. oat Ge walter Maepe hex chadetin € sade wee Ptee seve 
wmpiee wise Le errhenact « Re aol@ecitepa tp soddum Seotead off | 

sodenoresbent on SG PRPee. Ae ee joary 2h Tn ~ wit eat Sgro 

am ~oetrmcsee Wirtbes oc te Joanne, 9 Pepe ergels wisconsin 

Gu SHTO LR 5 oY ye Coat 20 Salona Gee euprheweete ort Bees _— 

*o Work afd. of SaGt inetd eave out Yee afT oneness pfdeadget eve ae 

wy eeretsy te = gw er dee fons St moetdoled Cehatciol te Peendyepo® oe 

aly “@4¢nteeh of bic&e aut GE ban ,deatalions eee. tell saree Ooo Se 

wt? gente tie al sateltugup wed verre of ates: HOM Dinky fooR 

oer qe eotiekheet af Ye feed wt edie Be elie: eter ey denmieg 

meee afd 49 s> teeteancs yitwas? gate her eat De tebe 


wr Buy & ry wegen | Py ae Bee ke i, x 4 fers ane a Le Os Te, 


Pee ne ONE coer ie ‘tb cote hay NP faery See tveatice BO Somes 
‘| * wy be ve rks ‘ eM icp yee yay 4b gst wir 2 Seah t ms 4a 
wf "re hep (EVEL ie® oll of th Obed Be ares ab os. Sa Seeasee Bow 


oor? ea “eee chat ae > ake oe Gol Sof Peo) ote 


DISCUSSION OF THE REGULTS OF THE APPLICATION OF THE PROCEDURE 


The Acceptability of Personnel Preetices 

The first of the purposes of the check list is ta determine whether 
or not the Industrial Relations Department is using preetices whieh ere 
generally seceptable, A review of the answers of both Activiticse at 
which the appraisal wes conducted indicates that the practices used are 
generally accepteble, This contention is supported by the predomi nanee 
of “yes” answers in nearly every field, Table 16 (see Appendix B) shows 
& sumeery of the enewers in each sub-division, giving the mmber of 
possible answers, the number of “yes” and "no" enewers, and the 
percentage of “yes” enawers, The overell percentage of “yes” angwers 
wast MOPI, 64,96; MAD, 60,4%, Further investigation of the "no" 
answere shows that with e few excestions most ef these “no” enewers are 
beexuse of omission of practices rather than not generally acceptable 
practices, 

Questions 267 and 274 ere of interest. Both questions desl with 
the severance policy of the Activity, They aret 


267, Ie only the employment history of ean employee used to 
Getermine the persons to be effected in a leyoff? 


274, Is the severance policy fair to managerent in that in 

ease of stringent cut-backs, e@ competent work force, 

conteining key enpleyees, will be retained? 
The answer te both questions was "no* at each Activity, This condition 
is brought about by Veterans Preference Act, which gives to veterens 
preference in a@xployment end in reductions in force in all goverment 
exployment, The question as te the advisebility of this sreference is 
not deslt with, but from the standpoint of retention of best qualified 


@aployees during reductions in force end for the employment of the 
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person best suited to a job, this practice could not be considered 
good or efficient from the menegenent’s viewscint, 

| This veterans preference has a very pronounced effect in 
enployment and in the eompoeition of the work forse, This preference 
acts in some respecte to limit the selection of workers to veterans, 
This limitation on selection has not hed a great effeet in recent 
years primarily because « large pert ef those seeking employment sre 
veterans, Its effect in the future resains to be seen. Its effect 


upon the composition of the working force is reedily shown; spproximetely 


7% of the employees at MADC ere veterans, 


Personnel Preetices Used at the Nevo] Industrial Activities 
Compared to those of Private Industry 

The second of the purposes of the procedure was to determine the 
practices used in private industry and not used at the Nevel Activity, 
In order to sccomplish that purpose each of the sub-divisions of the 
gheck list will be discussed, 

In the general category, the only existing difference thet was 
revealed wae thet « written statement of personnel policy was not 
presented to employees at NOPI. The personnel policy of the Nevy 
Department is given in the Navel Civilian Personnel Instructions which 
Geale with all phases of personnel work, A stetement of policy ie in 
the process of being prepered at this Activity which will meet the 
requirements of the cheek list, 

In the orgenization sub-division, the esre and study that goes 
into the organization of govermment functions is reflected, In the 


case of both Activities ell answers were “yes,” if anything ic 
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indiexted at all it might be thet too much relicnece is put in the 
adage thet organization cures all ills, 

The recruitment, employment, selection ond induction of workers 
will be discusseé es one unit. The individual Activity, other then in 
the induction phase of the shove items, hes little latitude for sdevting 
these practices to the particuler needs of the Activity, The manner in 
whieh recruitment, selection and exployment ie carried out ere pre- 
seribed by law or by decisions of the Civil Service Comission, 
Primarily the differences from private industry thet do exist lie in 
the testing of applicants; these differences were reflected in the 
anewers to the check list. For most Group 11 and Group III workers 
(these groups contain the mejority of ekilled end semi-skilled workers) 
their selection for enployment is besed primerily on an eveluestion of 
their experience and personel dats, The use of tests, the proper 
validation of tests, end the design of tests for we in the Civil 
Service sre fields in which much advancement could be made, At the 
present tize there is a great desl of research being conducted by the 
Civil Service Commission in those fields, The induction procedures in 
genernl conform to what is accepted as good practice in industry, 

Treining in the Naval Industriel Activities plays an important 
part. A part of the reason for their existence lies in their being 
able to furnish treined perscnnel for certain types of industrial 
jobs; therefore, 1% is of importance that they heve a competent, woll- 
trained Ilsbor foree. The difference shom to exist by the cheek list 
was the lack of analysia of the resulta of training for particuler 
factors such as cost compared to savings, productivity, waste and 


@poilage, ete, It would be, in many cases, extremely heard for these 
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Activities to analyze training with respect to these factors due to 
the nature of their work; however, “hen possible, enalyses should be 
made in order to properly evaluste the results of treining end to 
justify the expense of treining, 

The hours of work, wage paynents, methods of wege peynent ond 
ether itens pertaining to wages, for the most part, are more fevorable 
to exployees then those of many industries, Wage peymentse to certain 
Glasses of employees, eepecislly the exeeutive and professional classes, 
are too low, Two practices which ere in common use in private industry, 
but, a& shown by the check List, not used in these Naval Activities are 
the payment of severance pay to workers and the use of wage incentive 
plans, The nonpayment of a severance sllowence is more then offact 
in some cases by the fact that enployees are ellowed to accumulate 
66 days leave; employees are paid for any aceumuleted leave when 
employment is terminated. Wage incentives ere not used in government 
service, It is feasible thet in certain Activities thet the use of 
wage incentive plana would be beneficial, 

Labor turnover, absenteeion end tardiness ere not subject to 
rigorous anealy¢is in these Activities as practiced in some private 
industries, This is cue in most part to the fast that lebor turnever 
in recent years, because of reductions in foree, hae not been a 
problea, The real problem for the Activities has been to reduce the 
levels of employmont, consequently some lxbor turnover wes probebly 
weleomed, Absentesiam beeause of the libersl annus] leeve and sick 
heeve policies if not a real problem ac such, A few figures will 
illustrate thie, Each employee is granted 26 working deys « year 


annuel leave; § paid holidays ocourring on the working days are granted; 
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exeluding holidays there ere usually 28% working days in « yoor; the 
Setivity muct be presered to conduct ite normal routine with en average 
of 10.9% of its work force on leave, This prosents « problem not 
alweys found in private industry. In the future, with a reasonably 
stable working foree, more could be done in the anslysis of labor 
turnover, 

Health oné safety practices, from what ia indicated in the esheek 
list, conform to the highest standerde used in private industry, Both 
Activities were presented with the Secretary of the Navy's award for } 
safety. The itens answered "no" were principally matters of degree 
rather then non-performence. 

It is probably somewhat of e natural phenomenon that the merit 
yating system of on orgenization will elways be subject to ecritician. 
The efficiency rating of government euployees has certainly obtained 
ite shere, however, from whet is indicsted in the check list, the 
System conforma to the secepted and recommended sracti¢es of private 
industry, It hes been shown in studies that pooled retings™ are 
genereliy more reliable, The use of such pooled ratings might improve 
the system. 

The preetices concerning promotions, transfers, and lLay- 
offs in the Activities, as shown in the eheck Liat, have most of the 
recomended fectures. As stated before, the severance policy is too 
inflexible. 

The practices of the Activities eoncerning morale show a 


Gonparatively low percentace of “yes” anawers in table 16, This is 
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aue to a mumber of questions dealing with morale aurveys and the use 
to whieh such surveys are put. Many well established provedures are 
available for appraising the Level of morale of euployeos.® Gush on 
appraise, should be @ benefit to the management of both Activities. 

The suggestion system in use at the Neval Activities was revised 
shortly efter the end of the war, The cheek list seems to indicate 
thet this revision followed recommended preectices, 

The services for employees end the administration of the services, 
have every indication of being entirely edequate and follow recommended 
proceduxves, Such services thet are ueuslly recommended but not in use 
at the Aotivities would be made available if desired by exployees or 
the ectual need for the service arose, 

Records are a necessity in any government orgenigation, ‘The 
responses indicate thet the records of the Activities follow recommended 
practices, The use of a qualification card® might prove useful, 
Rutensixvs use of IMi ecards ang equipment is made by both Activities, 


A Comparison of Personnel Practices between Activities 


The variction of the responses to the cheek list questions is 
shown in detail in tables 1 through 15 (see Appendix B), A summary 
of the resyonsee ie shown in teble 16 (see Appendix B). These tebles 


show that the practices are more alike then could normally be expected 


4 Seott, Walter Dill, Clothier, Kobert ©., Spriezel, Willian 
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of two organizaticns whese work and lecetion are so different, 
Certain noteworthy differences are indicated by resoonses to the 
eheck List. These differences sre es follows: 
1. MADC has available for euployees a statement of 
personnel policies. 
2 NOPI does more checking of tests used in selection, 
8 References are not checked orally et NADO, 
4 WNOPI has a more active program of follow-up of 
selection procedures, 
& The training program of NOPI extends te more employees, 
6. The record and classification of absences is more complete 
at NOPI. 
9. WADC keeps employees informed of future job vacancies, 


& WADO clessifies and records violetions of rules, 


9, WADC mekes appraisals of the morale of supervisors, 
10, WADG provides counseling service to employees to aid in 


pergonal problems, 


The appreisel contained in this section hes been formuleted 
from the answers and comments of the two Activities to the questions 
of the check list. The appraise] would not be complete without an 
estimate of the Industrial Heletions Depertments as e whole. Based 
upon the general tenor of the snswers to the check iist, the pre- 
dominance of “yes” answers, and the personal observation of the author, 
it is the euthor’s considered opinion thet the personnel practices of 
both Activities ara, ea « whole, sound and that the Industriel Relations 


Departments heve done, and are doing, an excellent job, 
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DISCUSSION OF THE PROCEDURE 


The preparation of the cheek list presented the mejor problem of 
this thesis, The subsequent appraisal of the two Navel Industriel 
Aotivitios was performed to prove the feesibility eof applying the 
procedure and to check its effectiveness, The precedure consists of 
answering the questions of the check list and an analysis of the 
personnel practices indiested by the questiens to which a clear-cut 
"yea" answer cannot de given, 

The check list was not designed as a means of checking methods of 
performance nor #6 a means of snalysia of exieting conditions, The 
responses to the check list will show the appraieer two thinget Whether 
or not the practices egree in principle with whet is generally considered 
acceptable, and whether or not practices which are used in other in- 
dustries are used at the Activity concerned, 

The subsequent analysis of “no” anawers rust be thorough if any 
real good is to be sccoomplished, A "no" answer, indiesting the 
omission of « practice, does not necesanrily mean thet this practice 
should be performed, nor does a "no" anawer, indicating the non- 
adherence to a generally acceptable practice, mean that the practice 
ahowld be chenged, The very nature of industrial relations precludes 
adherence to sny such bard and fast rules. The check list can only 
serve oe e@ guide, An adequete aneslyeis ia necessary to determine the 
satisfactoriness or unsatisfactoriness of any personnel preetice or 
to determine the need of the practice, 

The application of the procedure to the Activities gave every 
indication that the check list provided ample coverage of the duties 


and functions of the industrial reletions department and of the 
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assogtated personnel practices. The check list was equally applicable 
to each of the Activities and appears to sccomplich the purpose for 
which it wes designed, The results of the applicetion gives evidence 
of this stetenent. 

There ere certain cautions to be observed in the use of the cheek 
list. The use of e percentage of “yes" anawere ag a mark of effective- 
ness of an industrial relations department ia mieleeding. The number 
of answers possible to certain forms of questions gives to these 
questions ea much grester weight than their importance warrants, A 
definite example of this is given in table 16 (nee Appendix B) in the 
percentage of “yesa* answers in the sub-division, Lebor Turnover, 
Absenteeion ond Terdiness. WADC hes « percentage of 47.4% "yea" 
answers, NOPI has » percentage of 84.2%, This difference is caused 
by the answers to s question concerning the manner of recording 
absences, The percentage does not give « true accounting. It would 
be an interesting field of study to evaluate the check list for ite 
use us 2 test to determine the rank or effectiveness of industrial 
relations departments, 

There are many variations of meaninge given to terme used in 
personnel work, For this reason, the check list is subject to a 
certain smount of misinterpretation as to the meaning of questicns 
and to what constitutes « valid “yes” enswer, In using the cheek List 
as @ Meana of comparison with other orgenizations this fact should be 
kept in mind, 

The effectiveness of the use of the »rocedure and ite check list 
Gepends upon sonscientious attention to the questions of the check list. 


The questions cannot be enewered in an offhand manner. They require 
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thought ond often enalysis, Doubtful eases should elways be answered 
"ng," The anawer of "no" does not slways signify thet there ia 
something wrong with the prectice with which the question is concerned, 
‘but it does warrant investigation of the practice, 
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CGNCLUGIONS 


The only sound proof of the procedure would be ita continued and 
successful use. liowever, from the application of the procedure certain 
tentative conclusions may be reached, The ayproach to the problem 
@ppesrs to be sound, and a6 demonstrated by the applications, the 
procedure and ite check list can accomplish the designed purpose, 

The nature of the check list, in thet it applies to the genere) 
espects of personnel practices, ucke it equally applicable te different 
types of Activities, The applicstions to two widely different Activities 
Supports this conclusion, 

From the applicetiona and from the eomments end opinicns of the 
personnel of the Activities, st which the check list was applied, it 
appears thet the coverage of the eheek List ie adequate and that the 


eheck list would be s useful tool in appraising pereonnel practices, 


The application of the checsk list shows conclusively thet the 
value of the cheek list would be enhenced by a statistical evalustion 
of the weights of questions, Such en evtlustion would pormit the 
@linination of many questions and reduce the length of the cheek list 
to a more useful form. It would give the appraiser some indication 
of the imgortance of practices and allow a more objective sppraisel, 

The conscientious epplication ef the eheck liet will give a 
comparison of the practioes of the Activity to those considered 
acceptable in private industry. It will denote whether or not the 
industriel reletions department is using practices which are genoraliy 
acceptable, It will indicate practices which sere used in orivate 


industry and not used at the Activity, "No" anewers indicate «reas or 
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practices which should be investigeted, The check list mey be used as 
@ means of comparing the practices of different Activities, 

The check list can be a useful tool for personnel workers, It is 
- @ guide to aid in the anelyeis of personnel preetices, It will denote 
- eress in which investigetion may prove profitable, The benefit thet 
may be derived from the use of the cheek list will depend upon the 


: thoroughness of this investigation, The check list is not a cure, it 


ie only 6 weans of diagnosing the ills, 
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APPERDIXN A 


CHECK LIST OF QUESTIONS 


The check List of questions of personnel practices is divided 
into the following subdivisions: 

1. General: Functions which concern the depaurtuent as « whole, 
imeluding publie relations. 
| 2. Organisation: A check on the organiszetion of the Activity as 

it porteins to personnel reletions within the Activity. 

3. Recruitment and Enployment! The proesdures used in recruiting 
end employing workers. 

4 Placement and Inéuctiont The plaecesent of ensloyees in the job 
to which they are best suited and their introduction to the Activity 
and to their job. 

S Trainings The industrial training and eduestion of exployees 
and management. 

6. Wages and Hourst The compensation and working houre of euployees, 

7% Labor Turnover, Absenteeien ond Tardiness: Those practices 
pertaining to the listed conditions, 

8 Healtht The meintenance of health of exployess, 

%, Safety: The maintenance of a sefe place to work, 

10, Merit Rating: The evaluation of employees, 

ll. Promotions, Transfers end Layoffs: The practice pertaining to 
these items, 

12, Morelet The maintenance of morale emong employees including 
€iscipline and grievance bandling. 

13. Suggestions: The administretion of « suggeation systen, 
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The questions are te be answered either “yes™ or “no.” The answer 
of "ro!" to the main question precludes the answering of the sub= 
questions, A *yes" answer indicates performance of on acceptable 

| personnel practice or adherence to principles of good personnel 
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Ie the orgenizaticn of the personnel department such 
that it enables the department to beat serforn 
its duties? 
Are the duties, responsibilities and authority of the 
pergonnel department clearly defined? 
Is a .ritten statenent of personnel policy presented 
te all employees? 
Does the stetement of policy have the following 
form or contents 

a A condensed rendable statenent? 

b. Definite, unembigious and conplete? 


@ In « form that is readily aveilable 
to employees? 


& Based on & careful analyses of the objectives 
and needs of the Activity? 


@ Kessonably stable but not inflexible? 
Is the personnel policy reviewed periodically? 
in contacts with empleyees does the personne) 
Gepertmont attempt: 


a. To imprese upon the employee his importance 
in the Activity? 


b. To keep employees informed of information of 
interest to thon? 


e, To “sell” personnel policics? 


& Te select carefully any orsl or written 
stetexrents made to exployeea? 


@® To recognize an enployee as an individuel? 
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16. 


f. To treat employees as » group when desired 
‘by enployees? 


Does the personnel department, through cooperstion 
with other departments and top mansgement, attenpt 

to atebilize exploynent? 

Ie a feeling of job security promoted among wiployees 
in their relations with the personnel department? 

Ie close sontact maintained with planning in oréer 

to minimize overnanning and sroperly plan reerui tment? 
Ie « budget maintained and a cost anelysis made of 
the work of the personnel déevartuent? 

Ape records meintcined in «© manner and for: which 
facilitate reeearch? 

Ave statistical enelyses of records made based upon 
some sound eriteria to determine the worth of prectices? 
Is a continuing procrme of research maintained to better 
the personnel relations in the Activity? 

Ie a continuing industrial reletione index or score 
sheet to show such factors as labor turnover, 
grievances, sromotions, absentesimm, safety and other 
factors maiatained? 

Ie a contimuing end comprehensive program of analyais 
of personnel practices aaintsined? 

Is a close contact maintained with similer industries 
in order to ouspare personnel prectices and to 


eveluate own policies? 
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Is an active program meintaineé te promote better 
public relations? 

Te close contact mainteined with newspapers, radio 
stations, ete., of the sonuunity? 

Is an effort meade to introduce into public 
communications itens of interest te the public 
end itens of morale value to eaployees? 


ORGANI ZATION 
Bees the organization have the emallest number of 
levele of the structure essential to sound operation? 
Does the orgenization place authority ae close as 
possible to the point where action originates? 
Is the suthority delegated for iadependent action 
ve the Activity from the contral authority sufficient 
to best cerry out the functions of the Activity? 
Ie related work grouped together under the sewe 
control? 
foes the organization structure clearly distinguish 
between the functions of the structure? 
Does the organization clearly separate planning 
from performance functions? 
&re the goals of the orgenizeation established and 
written eo es te provide means for s definite 


appreigal of ite worth? 
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Bees the organisation provide for rapid transformetion 
of informetion to contre] forme and reports as this 
information moves upward? 

Does the organization provide for an optimum of 
individuel performance before resorting to 

group ection? 

Is the orgenization primarily built #round 
functions rather than an individuel or group 

of inéividuels? 

Ave functions broken down to « point which insures 
balance, and « minimwa of overlapping and 
duplication? 

Are responsibilities for functions steted es 
specifically as possible? 

Is the authority and the limits thereof specifically 
stated and consistent with the responsibilities of 
the function? 

Does the form of the organization permit each 
ezecutive to exercise the maximum initiative 
within the limits of hie delegated euthority? 

Are the lines of reporting clearly defined? 

Are the lines of reporting such that no pergon 
reports to more than one line superior? 

Does the orgenizetion provide for edequete 
coordination of functions? 
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2%, Does the organization provide for adequete 

decontrelizeation? 
) 38 Are lines of communiertion es short as possible? 

| BRy Dos the Activity neintain en uy-tondete organization 
chert showing exnet reletionshipese between departments 
and lines of reporting? 

40, Are responsibilities of executives end supervisors — 
eleerly defined? 

41, Is the organization flexible enough for prompt 
ection when changes oceur? 


RZORUITHENT AND EMPLOYMENT 


42, Do sll jobe of the Activity have titles? 
43, Are job titles, os given, stendardized in so far 
as possible with other industries? 
44, Arve job descriptions made for each jovr? © * 
Do they give the following informetiont 


a. Job titles, including the trede nick- 
names, Glessification mmber if any? 


b. Mumber of employescs holding the job? 


Se + avmmery of the job, outlining major 
functions, tools, machinery, any 
apeciel 6guiprent. Whether or not 
tools and machines ere those in general 
use or special purpere? 


ls If enerer to mention is “no” do not enswer eub questions. 


2 Job specifications and desoription might be one form, 
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a, Meterials used? 
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f. Prom whet jobs sorkers are promoted to job 
in question? 


& Treining required? 
h, Amount and type of compensation? 
i, Usual working hours? 
3. Working conditions? 
k, Their adaptability to handicapped workers? 
45, Ave job specifications prepared for jobs? + * ® 
| Le they give the following informetiont 
a& Sex and ages preferred? 
b. Physical characteristics required? 
@. Special physicel charsetoristics? 


tt2E $44 
Bees. 


dG. Special eactionsl characteristica? 
@ Speciel wental abilities? 
+ Speciel educational characteristics? 
@ Requirements «a to experienee and skill? 
h, Any eharacteristics peculiar to the job? 
46, Are usnning tables prepared? 


lL, If answer to question is "no" do not anewer subd questions, 


® Job specification and description might be one form 
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53. 
Ste 
55, 


Ave job specifications written up in mech a manner es 


t cover the abilities and qualities that an individvel 


should possess in order to hold the job? 

Ave job epecsifications presared for use by personnel 
dopartnent in advance of hiring eandidates? 

Are labor requirements estimeted in advance and 
investigations made as to isher supply available? 
Are methods of reoruitmert econpared by some sound 
eriteric sné cvaluated as to satisfactoriness of 
workers they produce? 

is on applicetion blank useé? 

Are studice meée of the useful velue of iteas 
included on epplicstion blanks? 

Are employment interviews used? 

Is the information geined in the interview recorded? 
Are the estinetes and the appraisal by the interviewer 
of the prospective expleyee recorded? 

Are follow-up studies, based upon @ sound criteria, 
made of the appreisal of the interviewer «es to how 
setisfactory the worker turned out? 

Are interviewers carefully selected end trained? 
Are paycholegicsl tests used in the selection of 
engloyees? 

Are trade tests used in selection of exployees? 

Are tests which have been proven to be of use in 
aslection for a type of job investigsted for possible 


use in the Activity? 
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67, 


69, 
RM. 


Are teste uzed cheered as to effectiveness in 
obtaining desirable employees? 

Ave teats checked es to reliebility end velidity 
by some valid eriterie? 

Ave teste used designed for use in the Activity or 
for a particular job in the Activity? 

Ave the resulte of tests used es e part of the 
vagis for hiring? 

Are new exployees given a complete physicel 
examination? 

Dees physicel exemination ineludet 


a. A check of ell physical charecteristics 
necessary for the worker to do = job? 


b. An examinetion of physical defects and « 
record of any found? 


@. A complete eye exeminetion? 
Are referenees 28 to fomer employrent ( experience) 
check ed? 
Is « guided (questionnaire) form of reference 
check used? 
Are character references used in selection? 
If used, are they checked by the Activity? 
Are references checked orally where poasibl se? 
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80, 


PLACINENT ARD INDUCTION 


Ace valid teste used to determine the ability of 
workers hired in order to pleoe them in jobs for 
waich they are beet fitted? 

Ave requisite physicel characteristics included 
im job specifications? 

Is a quelificetion caré made uy for each employee? 
Iie @ set of Activity rules isgued end explained 
to new enployees? 

&ve the personnel policies explained to new 
ensloyeos? 

Is e printed handbook or pumphiet aevsileble and 
furnished to new #iployees? 

Ie the work of the plant and its importance 
explained to new enpleyses? 

Is the new enployee formally introduced te 

his supervisor? 

Are new employees introduced to their fallow 
workers? 

Ie the importance of sefety and of safe operation 
of equipment impreased upon new exployees? 

Dees induction procedures include fosiliarization 


with plant? 
Does the feuiliarization ineluées 


@ First aid station? 
b. Restroom facilities? 
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e, Boating feeilities? 

a, Parking facilities? 

@, Traneportation facilities? 

f, Operation of share-the-rice plan? 

é Wearing of badges? 

h, Recrsetion faeilitios? 

i, Method of reporting to work? 

Je Method of reporting absence? 

k, Loeation of his job ané ite imnedinte 
surroundings? 

1, Am overall picture of the work of 
the Activity? 


m The position of hia jeb in the 
overall picture? 


83. Are new eiployees impreseed with the importance of 


good attendance records? 

&4 Are the lines of promotion end promotion possibilities 
explained to new workers? 

85, Is the purpose and value of the efficiency resort 
explained to new workers? 

8, Dees the Activity offer counseling with the view 
of solving personel probleis of now employees for 

. such probleas as housing, trencportation, ete? 

87, Is the new @iployee advised of employee services 
availeble and how he may use end profit by then? 

86, Does the Activity saintein an cutomatic follow 
up on each new enployse? 
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89, Does thie followup check: 


a, The effectiveness of selection 
and placement? 

be The morale of the worker? 

@. The possibility of up~greding or 

. wate changes? 


a, The employees a¢djustuent te the job 
and hie general sbility in it? 


Bees follow-up continue until personnel advisor and 
supervisor believe the worker is quelified, discharged 


or transferred? 
Bees the Activity maintain an adequate training 
period for each new eaployee? 


Does the Activity meaintsin « treining division which 
is orgenized enc administered in the personnel depart- 


ment? 

Does the Activity maintain «a systematic training 
program which eovers all employees and managenent? 
Dees the seope of the training orogrem cover areas 
ether than machine skills and teebniecal training? 
Ie the training progrem continuous? 

Dees the training program omphasize supervisory 
training? 

Does the trsining department accept responsibility 
for improvement of personnel in social skills 

and attitudes? 
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—-98y «Te the training program based upon an anslysis 
ss OF netueh needs of the Activity? 
var Does the Activity snelyze training requirenents 
& to determine the best method of training? 
«4100, Are now progrons of oreduetion analyzed for 
2101, Is training required for new production son- 
dusted before production begins? 
102, Are the following tesehing aids used by the 
treining division: 
& Losson plane? 
b. Job sheets? 
@. Filme? 
& Charts or posters? 
@, Mock=upa? 
f, Dremetisations? 
g Demonstrations or observation trips? 
h. Case studies? 
i, Teste? 
103, Bose the Activity provide adeguete facilities for 
the training division? 
a, Classroone? 
bd, Training side? 
@. Necessary tools and machinery? 
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is training division placed in the organization 
where it con best serve oli the units ef the 
organi zetion? 

is the training Girector in « position ia the 
organization such that he cen properly support 
sound training policies? 

Bees the Activity conduct apprentice troining? 
Bees the apprentice training program conform to 
stenderde for certification set by the Federal 
Comittee of Apprenticeship? 

in treining personnel below the supervisory Level 
in skills pertaining to their job, does their 
supervisor maintsin nominel supervision of this 
training? 

Dees the training division grant « form of 
recognition to those employees completing 
training prograns? 

Does the training progrom inciude training fer 
promotion er for filling herd-to-fill jobs? 
Loos the Activity objectively anslyze training 
te see thet it bas seecmplished its mission? 
Does the training division srovide aid for and 
advise @nployses who wish to take sourses from 


outside agencies? 
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116, 


i117, 


116. 


Are employees advised of outside agencies ¢eon- 
ducting professicnsal or educetional progrens 
whieh may be of ascistence to the employees? 
Is the cost of the training program computed and 
compared with savings which ere attributable to 
the program? 
Does the Activity analyze the results of the 
training progrem as toi 

a Leerning time? 

b. Waste and spoilage? 

@, Absenteei an? 

&, Labor turnover? 

@ Productivity? 
Lees the training of supervisors includet 

e, Their administretive duties? 

b. Orientetion of employees? 

@. Humen relations treining? 

a Technical subjects? 

@ Teacher training? 
Does the treining progrem of the Activity 
provide the potentisl supervisors and skilled 
workmen necessary for contemplisted future 
expansion? 
Under expanding conditions, does the training 
progrem have the flexibility necessary for treining 


e much increased and green labor force? 
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119. Do the wages peid provide the Activity with the 

elase of eaployee it desires? ike Ya 

120, Bo the wages peid employees exesed those pre- 
aeribed as minimus by the Fair Lebor Standarde Law? 

121, Are job clessificetions used to determine wages 
paid en employee? rey 

18%, Are wage surveys conducted te establish going 
retes for jobs? 

123. Do such wege surveys covert 


@ All jobs? wanes omene 
G. Selected sample jobs? iil sls 


124, Are wage scales based ont 
a Wage surveys? aise 


b. Decisions of managenent? 
G. Combinetion of the two above? 
& Other method? 
125, How de the wages paid employees compare to the 
community rates for the jobs: 
a, Below average?” 
b. Average? heii pres 


G. Above average? ile jae 


3. A “yes” answer does not indicate en acceptable practice, 
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126. 


12%. 


In establishing wage payments to onployess sre 
any of the following job evalustion methods usedi 
& Straight point system? 
b. Factor comparison system? 
¢. lianking? 
d, Classification system (job clesses)? 
Are eaployess paid et least tice a month? 


Are wage surveys conducted at least once each year? 


Are workere given seversnce psy when discharged 
through no fault of their ovn? 

Are most of the employees given paid vacations 
of at least two weeks? 

Are employees given at least six paid holidays 

® your? 

Ave the factors of skili, effort, responsibility 
and job conditions considered in determining the 
rate of pay of a job? 

Ave factors used in evalusting jobs clearly 
defined to persone conducting « wage eveluaticn 
end, if possible, objectively defined? 

4re mon anc women paid the seme rates for per- 
forming the sene job? 

Is the reliability of job eveluations cheoked 
by some sound criteria? 

Are attempte made to stabilize employment to 
give employees « feeling of job aecourity? 
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187, 


144, 


145. 


Wherever possible, ere exployees guerantesd ¢« 
Within e wege clessification (basic rate) are 
the following given 

&. Automatic increase? 


b. Automatic ineresse to midpoint 
then by merit? 


@. Inerease by merit? 
Is overtine recompensed at 1 tines basic rate? 
ie overtine distributed to workers on a par 
ticular job by rotaticn in eo far as possible? 
Is the average work day eight hours or Less? 
Ie the norasl work week forty hours or less? 
Arve the wage policies carefully expressed in 
writing and published widely to enployees? 
Does each employee have the right to have hie 
wage status reviewed st least once each year? 
Is the use of 2 wage incentive plen investi- 
gated end used when 1t appears thet such e 
plen would be fessible and en advantage to 


both exployees ané menagenent? 
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LABOR TURNOVER, ABSENTEEIG AND TARDINESS 


146. Does the Activity keep records on turnover byt 
a. New hires? 
be Re-hires? 
e Quits? 
a, Diseharges? 
e. Layoffs? 
147, Is the labor turnover messured by usuel formulse? 


a, Net labor turnover 


ad are Gee 
Average working 


b. Turnover rete 


Ferree working ee 


Se. Het labor turnover rate 
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148, Are quits in the Activity clessified and recorded 
by reasons? 

149, Are discharges and leyoffs recorded and clessified 
by reasons? 

150. Loess the Aetivity give exit interviews te ali 
euployees? 

151. Does the interviewer 


a, Obtein end record ressons for quite 
or discharges? 


b. See that employee thoroughly understends 
reason for discherge or layoff? 
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154, 


156. 


i387. 


@. Explain facets of layoffs end how long 
they will last? 


& Lnvestigete placing of employee on 
other jobs? 


e@, In cose of unsvoideble leyoffs or 
discharges, attempt to keep employee's 
goodwill toward the compsny? 

Are exit interviewers especially treined? 

Are the reasons for turnover enalyzed to 
determine causes? 

Is a summery of fects, causes and sections taken 
pertaining te turnover submitted to top senagement 
periodically? 

Doea the Activity mointain cs daily report of 
sbaenteei au? 

Are absences recorded by? 

a, Keeson? 

b. Department? 

G. Day of week? 

a, Shift? 

@ Holiday? 

2, Vacation? 

@- Permission in advance? 

h. No permission in advence? 

i. Weather? 

js Pay day? 

is the averege daily rate of sbsentecian less 
than of? 
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165. 


167. 


168, 
169, 


i”, 


Are absenteess interviewed upon return to work? 
Is an absentee recuired to cive his reasons for 
absence to 4 supervisor? 

Are rensons for absence analyzed to determine 
factors which may be corrected? 

Is a gunnery of facts, causes and actions taken 
reported to top management weekly? 

Avo rewards or commendations for good attendance 
records given to employees? 

Are records of tardinese meintai ned? 

Are such regords clessified ss to reasons? 

Are reasons analyzed to determine fectors which 
mey be corrected? 

is tardiness subject to disciplinary seticn? 


WRALTH 

Dees the Activity maintein a dispensary or 
first sid stetion? 
Ave the first eid facilities siequate? 
Are trained medics] personnel in sttendence 
during sll shifts? 
Are adequate and complete records kept of all 
employee contacts with the health depertment? 

a. Health? 

b. Accident? 

Gc. General? 
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175, 


176. 


177. 


178, 


Does the Activity request or require ell employees 
to ene: dispensary fow:el, ftajuries no matter how 
Does the Activity conduct annusl, or more fre- 
quent, physicel examinations of ail suployeos? 
Are frequent inspeetions made by the medical 
depsrteent to insure thet it has knowledge of 

any unbeslthy conditions? 

boes the medical department make a formal report 
of any umbeslthy conditions, and include in such 
@ report recomendations for relieving this 
condition? — 

Does the medical depart#ent have the necessary 
suthority in the Activity to insure clean and 
sanitery premises especially in connection 

with washrooms, locker rooms and eating 

Ave the eating facilities of the Activity such 

a¢ te entourage enployees to eat a proper mide 
thift mecl? — 

Boos the medical department conduct «= continuing 
and positive progrem of health and first sid 
eduestion for enployees? 

Are the @aployees civen medical cxeminations after 
repented or long absences due to ill health to 
determine if oxployee is physically able te return 


to work? 
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182, 


153. 


184. 


186. 


187, 


Ie it the policy of the Activity to require 
supervisors to heve employees report to the 
dispensery at any time an employes a prears to 
be ill] or incepeacitated for work? 

Are senitery facilities, restrooms, janitor 
services and related services adequate for 

the working foree employed? 

Ave employees encouraged to seek adviee from 
the medical departeent about their personal 
health problems? 

Does the Activity provide complete medical care 
for employees injured on the job or 111 from a 
eause which may be attributed to his employment? 
Dees the Activity grant paid sick laave to 
eaployees for st least two weeks per yerr? 

Ave séequate rules provided to insure thet 

such sick leaves are not abused? 

Dees the Activity provide for the distribution 
of salt tablets? 

Does the medical department conduct e continuous 
program of investigation as to meena to prevent 
industriel illness and wnhealthly working 
conditions in the plant? 

Are all fecilities where work is normally being done 
adequately ventilated, heated and illwsineted in 


keeping with the demands of the job? 
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138, 


194, 


195. 


Ze the frequency rete of sceidente lese then the 
national evercge for a comparable industry? 


is the severity rate of sceidenta less then the 
netionsl average for a comparable tadustry? 


{ ay 


Does the Activity employ « eafety engineer or « 
competent, sdequately treined @esployee whove 
primary job ie to prevent secicents? 


Dees the Activity have = written well rounded 
progrem of safety ana eccident prevention? 
Are ell aceldents investigates innedietely 
and es written report made of each accident? 
Are ell accidents enalyzed to determine the 
cause and possibilities of prevention? 
Are accidents aunlyzed as tot 

& Laportment? 

b, Shift end time? 

6, Job? 

& Persenel date of persons involved? 

@ Working conditions? 
Ise a report made to top management of cevidents, 
which includes ceuses and means taken to prevent 


re-occurrence? 
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196, 


Ave special attention sné training given to new 
eaployees to insure sccident prevention end 
safety instruction? 

Are safety committees used? 

Do such committees include representatives from 
management, supervision end employees? 

Ig a positive progrex conducted to make and 
keep all employees safety minded? 

Are all safety rules rigorously enforced? 

Are sefety rules frequently reviewed? 

Are jobs and ereas analyzed to determine 
edvisability of wearing personel safety 
devices such as sefety goggles, safety shoes, 
helmets, ete.? 

In industrial work erees, is the weering of 
safety glasses mandetory of all people working 
in or entering the srea? 

When personal safety devices are required are 
such devices furnished by the plant or made 
available to enployees et not more than their 
cost to the company? 

Ié a positive program conducted to show 
employees the need and velue of safety devices? 
Does the aefety program or a similer progre 
etrese the velue of good housekeeping? 
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815. 


Are awards or recognition given te sections of 
the Activityt 

& For sefety? | 

be For good housekeeping? 
Boes the Activity encourage the suggestions of 
employees for improvement of safety or for 
aecident prevention? 
Ave frequent and edequste inspections made of 
all safety devices? 
Are gafety inepestors provided with edequetely 
prepared written check liste for safety 
inspections? 
Are exployees given treining in fire fighting 
and use of fire fighting equipment? 
Ave Tire prevention end fire fighting 
facilities adequate? 
Are such facilities periodically checked? 
Are plans for the actions to be teken by exployees 
in oese of major easusities prepared, publiached 
and practiced? (Fire, explosion, ete.) 
Does the management insist that workers wear safe 
wearing apparel? 
boes the menagement insist that rings, loose apparel 
and other dangerous items not be worn sround 


machinery? 
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Dees the managesent eid end encourage exployess 
in obtaining preseription safety glasses? 


MERIT RATING 
Boos the Activity use a formal merit rating systen? 
Ave the purposes of the merit rating systen clesrly 
Gefined and published to enployees? 
Ave the items on which ompleyesa are to be rated 
objectively defined where possible? 
Is the merit rating plan used suiteble to the 
needs of the Activity? 
Is the rating system used prepared for specific 
groups of personnel, plant, office, supervisory, 
ete,? 
Dees the Activity have « thorough treining progres 
for raters? 
is the training of raters or the instructions 
te raters such that the rating is done in a 
uniform manner throughout the organization? 
When more than one reter has bed equel 
opportunity of observing an esployee is « 
group rating (average of different raters, 
rating independently) used? 
Is the form used in reting constructed in « 
menner thet will tend to reduce the "halo 
effect"? 
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Is the relisbility cf retings checked? 

is the distribution and variebility of 

ratings checked? 

Is the distribution of ratings one which could 
be rensonably expected from a normel populetion? 
ie eaution used in the comparing of ratings of 
employees on entirely different jobs or in 
different departuents? 

Are the mean, the distribution and variebiiity 
of ratings of the various departments compared? 
In the use of the merit system, ere items which 
may be objectively determined by other nethods 
used to supplement the merit rating of the 
individual? 

Are executives anc supervisors rated on 
efficiency in personnel responsibilities as 
well as other fectors? 

Doos the reting system provide for the rater 
stating how well he is acquainted with the 
exnployee end the eireumstances under which he 
hes hed opportunity to judge him? 

Does the systesn provide for reting at Least 
twice each year for all onployees rated? 

Does the system provide for more frequent 


rating of new exployees than old employees? 
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£22397. Dees the training program strees? 

@» The importance of basing retings, 
whenever possible, on facts rather 
than opinion? 

b. The necessity for the reter to uske 
up his owm ming and not te be in- 
fluenced by others? 


@ The importence of using the whole 
Spread on each item or trait? 


238, Are the merit ratings of individuals discussed 
with them and special emphasis placed on how 
they may improve their ratings? 

239. Is o method provided by whieh the merit rating 
of en exployee may be reviewed upon his appli- 
ention? 


PROMOTIONS, TRANGYERS AND LAYOFYS 
, 240, Does a real, well defined, opportunity for 


4 aévencenent exist for exployees? 
| 241. Does the Activity heve « well defined written 
promotional policy which extence in ite intent 
to all employees? 
242, Ave the lines of promotion clearly defined and 
published in an uncerstandabie forn? 
243, Are forecesta made of future job vacancies ond 
published to employees? 
244, Are employees eligible to compete for vacancies 
in ell departmenta? 
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Ie a complete effort made to find all exployees 


eligible for a promotion and these people informed? 


Ave the qualifications necessery for promoticn 
objectively defined wherever possible? 

Are the qualifieaticns for promotion euch that 
the interests of both the employee end the 
mansgesent are balanced insofer as practicable? 
In promoting is the stated policy carried out 
im an explicit and impartial meaner? 

When the other qualificetions of candidates for 
promotion are approximately equel, is seniority 
ased to determine the person getting the 
promotion? 

Are the rules for computing seniority clearly 
defined? 

Are the rights entitled by virtue of seniority 
clearly defined? 

Ie the merit rating of an employee used se the 
principal basis for promotions? 

Are tests specifieally designed for a particular 
jod included in the quelifications for promotion 
to the job? 


Does the management encourage employees to quelify 


for promotion by intre-plant training, self- 
training or training in outside agencies? 
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Ie care taken not to oversel] the possibility 
of promotion to sxployees? 

Is preference given to qualified employees in 
filling existing job vacancies? 

When vacancies exict in other Nevel Activities 
is preference given to present employee rather 
then securing then from other sources? 

Ie notification of vacancies in other Navel 
Activities made to employees? 

Bees the Activity have a well defined policy of 
tranafer within the Activity? 

Are vacancies filled by tranafer when possible 
and desired by a qualified e@sployee? 

Are qualified exployees eligible for transfer to 
vacencies to other Nayel Activities? 

Are requeste for transfer within the Activity 
granted when fessiblie end it appears that the 
eaployee has good and suffieient reasons for 
such a request? 

When a vacancy eaists end is requested by more 
than one qualified employee, is the esployee 

to be transferred determined in essentially the 
sone manner as for a promotion? 

Is transfer of employees used 25 « tool by the 
personnel department to improve personal relations 
within a devartuent? 
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Is there e written and well defined policy which 
determines the employees to be discharged or laid 
off in the ease of personnel cut becks? 

Is the policy earried out in an explicit and 
imperticl manner? 

Is only the aaployment history of an employee used 
to determine the persons te be effected in the 
layoff? 

When the layoff is to be of 4 permanent neture, 
does the pergonnel department aid insofar as 
possible in finding displaced enployees other 
asiploynent? 

is great weight given to the seniority of an 


@aployee in determining his statua in «a loy- 

off? 

270, In determining the employees to be laid off, is 
the procedure as fair to enployees ss possible? 

271, Are enployses allowed the right to diaplece 
persons lower in the promotion ladder when 
sudjeect to layoff if under the policy the 
junior miployee is more liable te layoff? 

272, Are severance sllowences peid to exployees 
upon permanent loss of mploynent? 

273, Lo severance allowances incresse with the 

length of service of the exployse? 
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Is the severence policy fair to management in 
thet in case of stringent cut backs, a sonmpetent 
retained? 


MORALE 

Does the Activity maintein « continuing and plenned 
program of attempting to maintain end improve the 

morale of employses? 
| Dees the personnel department attempt periodically 
to make « formal appraisal of sorale? 
Dees the personnel department make reports to 
managenent on the results of the appraisal of 
moral e? 
276, Are appreisals mede of the morale of supervisors? 


279, Wes a morale survey been conducted in the Activity 
‘by trained personnel in the lest year? 
280. How ie the analysis of « morale survey or 
aporaisel used: 
& To determine status of personnal relations? 
bd. Satisfactoriness of working conditions? 
c. Sstisfactoriness of wages? 
a Satisfectoriness of training prosren? 
@ Effectiveness of current practices? 
f, Satisfactoriness of promotions? 


&- Fields for future improverent? 
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281. Does the Activity counsel and advise enployses on 
the following problemas 
ae Housing? 
b. Child-care? 
e, Transportetion? 
& Legal? 
® Medical? 
282, Does the Activity? 


@ Explain rules and policies of the 
Activity? 


b. Explein personnel policies? 


6, Show employees the isportance of 
good attendance? 


&, Show employees the use to which 
their products are put? 


@ Appeel directly to workers by poster, 
bulletins, ete,, the importance of 
their work? 

285, Are the ebove items included in the training 
program of supervisors with the view of insuring 
complete underatanding by these suservisors? 

284, Does the Activity heve an orgenization for the 
discussion of sn exployee's probless with the 
view of solving then? 

285, Dees the Activity heve a public eddressa systax? 

286, Is this address system used to furnish 

& Music during working hours? 


b. News commentators? 
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287, 


286. 


297, 


Does the Activity moke use of enployee-nanagenent 
committees in norule problens? 

Dees the Activity make regorts to personnel to 
show the resulte of current work ond how it 
compares with other activities? 

Dees the Activity make use of exit interviews 
with the view of identifying employee die- 
satisfaction? | 

Are owmeries end analyses made of these exit 
interviews and recorded for use? 

Are rest periods provided during working hours 
to reduce fatigue and monotony? 

Does the Activity maintain « plant magazine or 
newspaper? 

Dees the Activity zaintein « magazine or news-~ 
paper at its own expense? 

Is a larger smount of space used for Activity 
news and personal iteme than for items pleced 
in for managenent? 

De correspondents for the newspaper represent 
the various de;ertzents? 

Does the Activity have a formal procedure for 
handling grievances? 

Dees grievance procedure provide definite steps? 


Ie ea definite time limit specified for ench step? 
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&re most grievances settled in the first step of 
the procedure? 
After the first step does the procedure require 


that the grievence be formalized aad put in writing? 


Goes the finsl step provide for impartial 
arbitration? 
Dees supervisory training include complete and 
uniform instruction in the grievance procedurs? 
Arve the existence of, and an explanation of the 
grievance proceedure given wide dissemination 
among exployees? 
Are complete records of «11 formelized 
erievences maintained? 
Does the Activity have a published formal 
achedule of penelties in connection with 
G@iseiplinary policies with respect to Activity 
rules? 
Ave Activity rules reviewsd at least ones each 
year? 
Are Violations of rules recorded and elassified 
as tot 

@ Rule broken? 

b. Department? 

G. Punizhment given? 


a, Age, souree, length of service or other 
personsl data of the violator? 
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May foremen administer limited disciplinary action? 
ie the right of review of disciplinary seticn by 
committees or top managment cccorded to exployees? 
When discharge is used as = penalty is the waployee 
accorded the right to « review through the channels 
of the grievance procedure or a similar procedure? 
Does the Activity make « point of keeping auployees 
informed and interested in thrift by giving advice 
on matters of personal finense and encouraging 
savings? 


SUGGESTIONS 
Nees the Activity meintain an active and promoteé 
suggestion program? 
Dees the Activity provide wall located 
suggestion boxes? 
Ave awards for suggestions presented at frequent 
intervals and in 6 manner which will stinulete 
interest? 
Is protection assured omploy>es who develop 
patenteble devices? 
Are monetary swerds based upon e percentage of 
savings to the Activity for suggestions for which 
such sevings can be celculeted? 
De the fields in which awerds are given for 
Suggestions cover enough itens to stimulate 
interest in «ll the functions of the Activity? 
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tee Are suggestions carefully appraised by on impartial 
—— eamndttes oF siniler grougt 

a @13, Are the sppraisel comaittee proceedings reviewed 
—=—=ispemtmadendly by 0 high Level exoeative to insure 
competent ané fair appreisal? 

 ge0, Sve awards approved ané presented by « top 

S21, Are suggestions processed quickly end exployese 

, notified promptly of the action taken? 


EEPLOYEE SERVICES 

$22, Ave employee services orgenized in such ea manner 
es to cover 411 exployees whenever possible? 

S22. Before a service is installed is the service 
objectively analyzed to determine thet « need for 
the service actually exists? 

$24, Whenever possible are exployee desires determined 
for the planning of a service? 

325. Are the services provided consistent with the 
objectives and policies of the Activity? 

$26, Are services periodically analysed to determine 
that they hsve the support and interest of the 
saployees? 

S27. Ave services installed only when they provide 
long time benefits? 
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228, Are services subjeeted to close snslysie to determine 

whether or not the eost could be better applisd to 
other items? 

$29, De the service activities avoid the sppearence of 
benevolence end cherity? 

350, Do service setivities provide for xaxinur exployee 
perticipstion and adsinistrotion? 

BBL, Does the menegement provide for perticipation of 
eeployees in « group heslth or hospitalization plan 


which includes the femilies of the employees? 

BBB, Does the memagenent provide for participation 

‘a in group life insurance? 

i 883, Does the managenent sponsor « eredit union or 

, similar service? 

' 384, oes the Activity mointein a cafeteria or similar 
eating service? 

$35, Dees the eafeteria provide wholesome meels et a 
eost which ie less then the employee could expect 
te be charged by an outside cafe or cafeteria? 

236, Are the desires and opinions of employees 
solicited and used in the rumning of « enfeteria? 

S37, is a recreational program set up to give maximum 
coverage to aaployses? 

358, Doos the management aid groups of exployees in 
setting up recreational clubs? 
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. Ave the facilities of the Activity for 
Bees the management provide means by which an 
euployee mey receive e reasonable and adequate 
ghd ago pension? 
a s Dees the manegenent weintein a service to aid 
@ employees in finding adequate housing? 
BAR, Are the aeerued benefits of retirenent or 
pensions given to the family of » deceszed 
on ployee? 
$43, Does the services division meintein close 
contact with community functions which are of 
interest to exsployees? 
344, Does the services division promote « reesonable 


aeount of social activities such as dances, 
dinners, ete,, in whieh the femilies of the 
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RECORDS 
347, Are personnel records of the Activity such that 
they facilitate the meking of required reports? 
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Are the records of the personnel department such 
thet they lend thenselves to appraisal and review 
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periodically for completeness and desirable 
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normally desired ean be easily obtained? 
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